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HARAGEMERT TOOLE

Forms Menapement

Porma Mersgement is a continuous, refuction-in-cost, mansgement-improvevent
progrem, Through it, by epplying “life eyele” controls over the Orgenize-
tion's fwrﬁfr/lgegg§ ‘and meteriel are conserved and the progrse's objective
"MORE EFFICIENT OPERATIONS AT LESS COST" is realized,

Aoy plece of peper or otber materisl having epeces to £111 in is & form.
Forme are designed to eliminate repeated unproductive writing by preprinting
congtant data and providing properly placed and proportioned lineg and

spaces for filling in variable inforsation. They provide the details reeded
to weasure and control organized work and are, therefore, essential to good
sdninistration.

Porss serve a great variety of useful purposes in cur day-to-day work.
Vien forms are properly devised and used, procefures are siaplified, reporiing
requirements Bre standerdized, and inforeation Flows with regularity between
different organizetionsl levels, Headquarters and the Pleld, guiding policy
foroulation and action decisions. Deaplite these potentiial benefits, the
tendency to devise 8 rew fors at the "drop of 8 het”™ creates o constant dasger
that this type of paperwork say grow 1o excesd its resl wlue. Forus
Harsgenent 18 o unecessary sdluvet of the Organization’s cperations 1o sassure
thet costs are consiptent with desonstrated reed.

Forus are three-fourths of the estissted 25 biliion papers copting four
billion dollars, created sand handled by our Federal Govermwent each year.
However, peper and printing costs are the lessi element of expense in forws
usage. Trug costs are pubzerged, like the bulk of an ieeberg., TFor every
dollar we pay to creats the Organization’s share of these 1Y billion forms, we
pay &t least twenty ﬁalhr; wore to process and Tile them. Of course, this

cogt is one of oy legitimete coste eroation, IF the forzm is really

necessery and ig properly used, Tiled or desiroyed.
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In view of these considerastions, we peed to spply the comcept of "pre-
vention™ rather than belated “cure™ to make Forms Hanegevent effective and )
thereby prevent wvaste, duplication, and ineffieclency. This entatls
vigllant controls to realize conservation in menpower and sateriel snd to
develoy integrated adwinistrative and operstional procedures.

Resenber, the objective of Forms Management is MORE EFFICIENT OPERATIONS
AT IESE COBT. Haxiwum progrem payoff is possible only 1f all forms are
mansged through the full 1ife eyele, frow birth to death. This entails:

1. Eliminsting non-assentisl forue.

2. Comsolidnating forms that perfors the pame Tunetion.

3. Using forms prescribed by & higher headquarters in lieu of loeally

devised forms.

4, Informing users of availsble forms.

%. Integrating forws, procedures and issusnces.

f. Bimplifyisg and standardizing size and design.

7+ Ellwinating and preventing wasteful printing and dQuplicating methods.

8. Procuring, storing and distriduting supplies effectively and

econcmically.,

9. Being alweys vigllant - reviewing all forms used, to identify and

golve functional and organizational problems.
0« PReporting to top wmanagement matisfsazw conditions; euggesting
improvenents; recommending forms for wider application.

Gur Forms Managewent Progras operates on & decentralized beaie as an
integral part of the Organizstion's Records Menagement Prograw.

This progras has made resl progress sinee it began in 1546, last
fiscml yesr 204 forus were eliminsted, lesving 1923 forme under cur control
systen. These include the 322 new snd 312 revised Torss which were spproved

during the same period. Also, more thap 22 willion pieces of paper were
printed us forms for Organisation use through the Torus Hanagewent Progreu.
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These were controlied and therefore subject to lmprovements through
stepdardization in thelr production, use, and Aisposition., Bul there is
Jiterally wo way of estimadting how many additional pleces of paper were and
are belng created by forms "bootleggers”. Herein lies the challenge of the
future,

We must meet this challenge together. Unless sach of us practices
forus managenvent, we can &#11 be buried under gn svelsnche of papsrvork.
Technicsl gsaistance is awaileble vhen needed. When you have a pagervor:
problem, why not then aek for such ssslstance. In this field, an ocunce of
control is worth a ton of cure. Mansge forms -« don't let forme mamege youl
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